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Water Clerk
Reports To
Mayor, Office Manager, and Chief Water Operator
Job Overview
This position is the first contact for the citizens and visitors of Bull Shoals that enter City Hall. You are required to be professional and treat people with respect. This position is also responsible for setting up, ending, and maintaining water and sewer accounts. Billing is manually run and mailed out monthly. It is the Water Clerks role to work with the Water Operator to ensure water readings are done accurately and in a timely manner. This position is also responsible for answering phones, issuing, and collecting payment for various permits and licenses. There will be cross training and covering of other areas as needed and will be required in the position.
Responsibilities and Duties
· Print, tear, and mail water/sewer bills monthly.
· Process and post customer payments.
· Balance cash drawer and prepare bank deposits.
· Answer phones.
· Process monthly bank drafts.
· Set up late calls.
· Work with the Public Works department for water, sewer, building, street, and any other issues that affect the city.
· Fill out and process service orders.
· Issue and collect fees for Building, Electrical, Mechanical, Plumbing and all other permits requested.
· Issue Business Licenses and collect fees.
· Issue pet licenses and collect fees.
· Issue boat launch passes.
· Reserve pavilions.
· Cross train with Court Clerk and Office Manager as needed.
Expectations
· This position is the key role in the office. Excellent Customer Service is required.
· This position is the main telephone operator and needs to answer calls as they come in.
· Check and respond to telephone messages daily.
· Pull and process ONE CALL emails daily.
· Counting, documenting, and balancing your cash drawer is required at opening and closing each day.
· Running Financial Journal, balancing intake and preparing bank deposits are done daily and must balance or justification is required. A second review needs to be done by another employee and signed off on.
· Any adjustments MUST be approved by the Mayor or Office Manager. 
· Manage and maintain confidential information.
· Learn the organization, procedures, and operating details of the water department.
· The office needs to be organized so others can find items needed when covering the area. Files current, clerical processes documented and training on changes and updates.
· Keep team members informed and share information. It is imperative that information is given to everyone, so we are on the same page. Communication is a MUST.
· All tasks need to be performed proficiently, accurately, and effectively. If given a special assignment, it needs to be done in the predetermined time given. If more time is needed, reach out and discuss additional time needed.
· Any new processes, changes, or updates need to be approved by the mayor.
Qualifications
· High School Diploma or GED.
· Excellent Customer Service.
· Ability to multi-task.
· Ability to learn and work in multiple systems.
· Ability to work in an environment that can be loud and chaotic at times.
· Cash handling experience.
· Ability to do mathematical calculations quickly and accurately.
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